Self Service - Email Addresses

Introduction

This guide provides the procedures for how to change a member’s Email
Address.

Procedures See below.
Step Action
1 Select the Email Addresses link from the Employee Pagelet.
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To add an Email Address, click on the Add Email Address button.

Email Addresses

Joe Coastie _

*Email Type Email Address Preferred Delete

Business Joe.Coastie@uscg.mil '
| Add Email Address |

Save
* Roequired Field
Return to CG AD Self Service. Emploves

Continued on next page



Self Service - Email Addresses, continued

Procedures,
continued

Step

Action

3

Use the drop down to select the Email Type. Then type in the Email
Address. When finished, click Save.

*Email Type Email Address Preferred Delete
Business Joe.Coastie@uscg.mil vl
|Home v | |Joe Coastie@yahoo.com | ] |

Add Email Address

Save

This will appear to show the Save was successful.
Email Addresses

Save Confirmation

“ The Save was successful.




